INDEX  for  1989 

This  index  covers  all  of  the  material  pubhshed  in  regular  biweekly  issues  of  FROM  NINE  TO  FIVE  from  Januaiy  1, 

1989  throu^  December  31,  1989. 

A 

Boss 

Communication 

Absenteeism,  unusual  reasons  for  (Jan. 

memoiy  of  (Aug.  14):  3 
procrastination  of  Qufy  17):  3 

five  “W’s”  (Aug.  14):  2 

and  follow  throu^  Oufy  17):  2 

16):  2 

treating  secretary  as  team  member 

and  intimacy  on  telephone  (Jan.  16):  2 

Acceptance  (Mar.  13):  3 

(Apr.  24):  2;  Quly  17):  2 

memos  in  (Sept.  25):  2;  (Dec.  4):  3 

Accident  prevention  (Mar.  27):  2 

unusual  duties  assigned  to  secretary 

listening  in  (May  8):  2 

Active  voice,  in  writing  Qan.  30):  3 

(Aug.  28):  2 

painting  pictures  in  (Apr.  10):  3 

Addressing  envelopes  (Jan.  30):  3;  (Oct. 

Bottom  Line  O^fy  17):  2 

saying  “thanks”  (Apr.  10):  2 

23):  3 

Brainstorming  (Apr.  24):  4 

sexist  language  in  (Feb.  27):  3 

Administrative  assistant,  duties  of  (June 

Brevity,  solutions  for,  in  business  letters 

between  supervisor  and  employee 

5):  3 

(Mar.  13):  2 

Only  31):  3 

Advancement  (Mar.  13):  4;  (Mar.  27):  4; 

Budget,  and  mailing  costs  (Dec.  18):  1 

technical  jargon  in  (May  22):  2 

(Nov.  6):  4 

Business  letters.  See  also  Communication; 

use  of  telephone  to  answer  (Dec.  4):  3 

Airline  tickets,  purchase  of  (Oct.  23):  3 

Writing 

verbal  (May  8):  2 

Airplane 

active  voice  in  Qan.  30):  3 

Commuting  (Oct.  23):  2 

baggage  for  (Feb.  13):  1 

addressing  (Jan.  30):  3;  (Oct.  23):  3 

Competition,  coping  with  (Dec.  18):  2 

use  of  laptops  on  (Oct.  9):  2 

correcting  prewritten  Qan.  30):  2 

Competitive  analysis  (Dec.  4):  2 

# 

Alcohol  consumption,  at  office  parties 

developing  style  for  (Mar.  13):  1 

Complainers,  handhng  (Mar.  13):  3; 

(Aug.  28):  1 

margins  for  (July  31):  2 

Oune  19):  1  ^ 

Anxious  (Feb.  27):  2 

notarized  (Nov.  20):  2 

Computer 

Appointments,  keeping  straight  (Mar. 

personal  and  confidential  notation 

accessoiy  programs  for  (Dec.  18):  4 

27):  2 

(Feb.  13):  2 

and  carpal  tunnel  syndrome  (May 

Assertiveness,  need  for  (Mar.  27):  4 

remedies  for  too  short  (Mar.  13):  2 

22):  4 

Attention,  developing  ability  in  Qan-  2):  2 

and  use  of  return  envelopes 

color-coded  floppy  disks  for  (Aug. 

Attitude 

(Mar.  13):  2 

28):  2 

and  advancement  (Nov.  6):  4 

Business  machines 

and  ergonomics  (Jan.  16):  2;  (May 

cooperative  Quly  31):  1 

getting  service  on  (May  8):  1; 

22):  4;  (Sept.  25):  1 

importance  of  positive  Qan.  2):  2,  4 

(Nov.  20):  2 

exercises  at  Qan.  16):  2 

nine  to  five  Qan.  16):  4 

repair  of  (Jan.  30):  2 

laptops  (Oct.  9):  2 

of  receptionist  Qan.  2):  1 

Business  reading,  scheduling  (June  19):  2 

Lotus  1-2-3  Oan.  16):  2 

“take-charge”  (Dec.  18):  2 

Business  relocation,  moving  personal 

maintenance  of  (May  22):  1 

and  work  relationships  (Oct.  23):  4 

computers  in  (Sept.  25):  2 

micro  (Oct.  23):  3 

B 

Business  Relocation  Planning  Kit  Qufy  3):  7 
Business  travel  kit  (Apr.  24):  3 

moving  (Sept.  25):  2 
naming  files  on  (Nov.  20):  2 

Backup 

identifying  your  (Jan.  16):  1 
preparing  ffles  for  (Apr.  24):  1 

c 

Calendars  (Mar.  27):  2;  (Dec.  4):  2 

for  non-typists  (Sept.  11):  2 
organizing  files  on  (Mar.  13):  2 
physical  problems  from  using 
(Jan.  2):  2 

in  report  preparation  (June  19):  4 

Baggage,  and  airplane  travel  (Feb.  13):  1 

Career  slump,  symptoms  of  (Jan.  2):  3 

spell-checker  (June  19):  2;  (Dec.  4):  2 

Bench  interview  (Feb.  27):  2 

Career  strategy,  self-management  skills  in 

user  groups  for  (Feb.  27):  2 

Body  language 

(Mar.  13):  4 

Computer  literacy  (Oct.  23):  3 

in  first  impressions  (Jan.  30):  3 

Carpal  tunnel  syndrome  (May  22):  4 

Concentration,  improving  Qan.  2):  2-3 

positive  (Apr.  10):  1 

Child  care  options  (Feb.  13):  4 

Copyright  infHngement  Quly  3):  1 

Boss 

Clipper  file,  maintaining  (Jan.  30):  1 

Correspiondence.  See  Business  letters 

adjusting  to  new  (Oct.  9):  2 

Communication.  See  also  Business  letters; 

Courtey,  impxjrtance  of  common  (July 

business  travel  kit  for  (Apr.  24):  3 

Telephone 

31):  2 

.  delegation  of  work  to  administrative 

avoiding  careless  talk  in  workplace 

Coworiiers 

assistant  Oune  5):  2 

(Feb.  27):  1 

compjetitive  spirit  among  (Dec.  4):  2 

• 

expectations  of  Qune  5):  2 

barriers  in  Qufy  17):  3 

coojjerating  with  (Sept.  11):  4 

handling  telephone  calls  for 

developing  key  sentences  in 

and  courtesy  (July  31):  2 

(June  19):  3 

improving  dictation  skills  of  (Sept. 

11):  3 

(Nov.  6):  3 

Coworkers 

sharing  workload  widi  Oufy  31):  1; 
(Sept.  11):  3 

and  team  spirit  (Oct.  23):  4 
tempcMtuy  replacement  of  (Apr.  24):  2 
Creativity  (Dec.  4):  3;  (Oct.  9):  1 
Credit  card 

payment  strategy  for  (May  8):  2 
in  reserving  hotel  rooms  30):  2 
Criticism 

in  office  (Feb.  27):  1;  (Oct.  9):  3 
strategies  for  handling  (Aug.  14):  2 
Customer  service,  providing  good 
(May  22):  2 

D 


Follow  throu^  (July  31):  3 
importance  of  (July  17):  2 
Food  poisoning  (Sept.  25):  3 
Foods 

fiber  in  (Jan.  16):  3 
snacks  (Apr.  10):  2 
Freedom  (July  3):  7 

G 

Goodwill  ambassador  Qune  5):  2 
Gossip,  in  workplace  (Feb.  27):  1 
Grouch,  handling  office  (May  22):  3 

H 


Master  copies,  destruction  of  Quly  3):  6 

Meditation  Qun.  2):  4 

Memoiy 

improving  skills  of  (Aug.  14):  1; 

(Sept.  11):  2 
of  boss  (Aug.  14):  3 
Memos  (May  8):  2;  (Sept.  25):  2;  (Dec. 

4):  3 

Messages 

leaving  in  office  (Nov.  6):  2 
telephone  (Aug.  28):  2;  (Oct.  23):  1 
Micro-computers  (Oct.  23):  3 
Mind,  using  Qun.  2):  4 
Miseiy,  hints  for  making  habit  of  (Aug. 

14):  3 

Mistakes,  learning  from  (Jan.  16):  3 
Morale,  handling  cynical  employees  (Apr. 

24) :  3 

N 

Networking  (Nov.  6):  2 

New  job,  surviving  (Apr.  10):  1 

New  workers,  training  of  (Feb.  27):  4; 

Ouly  31):  4;  (Nov.  6):  4 
“Next  Time”  file  (Sept.  11):  2 
Nine  to  Five  attitudes  Qan.  16):  4 
Notarized  mail  (Nov.  20):  2 

o 

office 

{lersonal  relationships  in  (Sept. 

25) :  3 

safety  in  (Mar.  27):  2 
serving  as  goodwill  ambassador  for 
(June  5):  2 

teamwork  in  (July  17):  2;  (July  31): 

1;  (Sept.  11):  3 

Office  chair,  adjusting  hei^t  of  (Sept 
25):  1 

Office  environment 

being  comfortable  in  (Sept  25):  1 
careless  talk  in  (Feb.  27):  1 
greeting  visitors  in  (Jan.  2):  1;  (May 
22):  2 

office  politics  in  (Apr.  10):  4 
sexism  in  (Feb.  27):  3 
sharing  space  in  (Mar.  27):  1 
solving  problems  in  (Mar.  13):  1 
suggestion  boxes  in  Oun.  30):  2 
team  approach  in  (Apr.  24):  2;  (Sept. 

11):  3;  (Oct.  23):  4 
thief  in  (Apr.  10):  3 
time  bandits  in  Qune  5):  2 
volume  of  radio  in  Quu.  16):  3 
Office  interruptions,  stopping  (Nov.  6):  2 
Office  message  pad,  redesigning  the  (Oct 
23):  1 

Office  morale,  and  handling  of  complain¬ 
ing  worker  (Mar.  13):  3 
Office  parties  (Aug.  28):  1 
Office  personalities 
bully  (Oct  9):  3 

complainers  (Mar.  13):  3;  Qune  19):  1 
cynics  (Apr.  24):  3 
gossips  (Feb.  27):  1 


Daycare  (Feb.  13):  4 
Daydreams  Ouu.  2):  4 
Decision  making  Quly  17):  1 
Desktop  accessories  (Dec.  18):  4 
Dictation,  improving  skills  of  (Sept.  11):  3 
Diet,  fiber  in  (Jan.  16):  3 
Disinterested/uninterested  (Nov.  6):  2 
Document  See  also  Business  letters 
developing  style  for  (Mar.  13):  1 
master  copies  of  Quly  3):  6 
Dress  Code  (May  8):  4 

E 

Eager  (Feb.  27):  2 
Education,  adult  (Oct  9):  2 
Emergencies,  handling  (Aug.  28):  3 
Employee  onentation  (Feb.  27):  2;  Quly 
31):  4;  (Nov.  6):  4 
Employees 

and  handling  of  new  job  (Apr.  10):  1 
promises  made  ly  Uuly  17):  4 
and  recommendation  of  fiiend  Qun. 
2):  3 

selecting  good  (Oct.  23):  2 
Enthusiasm  (Aug.  14):  2 
Envelopes 

addressing  O^n.  30):  3;  (Oct.  23):  3 
handling  return  (Mar.  13):  2 
prefiaring  for  mailing  (Nov.  20):  2 
Ergonomics  Qan.  2):  2;  (May  22):  4; 
(Sept  25):  1 

Eye  makeup  (Mar.  13):  2 

F 

Farther/further  (May  8):  3 
Fatigue,  fitting  (Dec.  18):  3 
Faxes 

life  of  (Nov.  6):  2 
shortage  of  {)aper  for  (Oct.  9):  2 
Fiber,  consumption  of  Oan.  16):  3 
File 

naming  (Nov.  20):  3 
“Next  Time”  (Sept  11):  2 
File  folders,  use  of  plastic  (Apr.  24):  2 
First  aid  (Aug.  28):  3 
First  impressions  O^n.  30):  3 
Floppy  disks,  color-coding  of  (Aug.  28): : 


Handicapped  woricers  (Dec.  4):  1 
Handwriting  skills  Quly  17):  2 
Holidays  (Dec.  18):  2 
Hotel  reservations,  use  of  credit  card  in 
Oan.  30):  2 

I 

Ideas 

communication  of  Quly  17):  3 
suggestions  for  pushing  (May  22):  2 
In-box 

clearing  (Sept.  25):  4 
handling  overflowing  Oune  19):  2 
Indispensable,  becoming  (Oct  9):  4 
Information  anxiety  (Aug.  28):  4 
Information  storehouse,  developing  an 
Oan.  30):  1 

Instructions,  writing  down  of  (Aug.  14):  1 
Interoffice  mail,  adding  telephone  exten¬ 
sion  to  (Aug.  14):  2 
Interviews,  prospective  employee  (Oct. 
23):  2 

J 

Jargon,  technical  (May  22):  2 
Job  descriptions  (Nov.  6):  4 

administrative  assistant  Oune  5):  3 
Job  evaluation  Ouly  31):  2 
Job  satisfaction  Ouly  31):  2 

L 

Laptops,  use  of,  on  airplanes  (Oct.  9):  2 
Laser  printer  (Aug.  14):  4 

expanses  in  operating  (Nov.  6):  3 
p>ap)er  for  (Apr.  10):  2 
Letters.  See  Business  letters;  Memos 
Listening  skills,  developing  (May  8):  2 
Lotus  1-2-3  Oan.  16):  2 

M 

Mailing  costs  (Dec.  18):  1 
Management  style  Ouly  31):  3 
Margins  for  business  letter  Ouly  31):  2 


OflSce  ]}ersonalities 

groucho  (May  22):  3 
“know-it-alls”  (Dec.  18):  3 
“wet  blankets”  (Dec.  18):  2 
Office  politics  (Apr.  10):  4 
Office  romance  (Sept.  25):  3 
Office  roommates  (Mar.  27):  1 
Office  supplies  Quly  3):  8 
Office  technology.  See  also  Computer 
desk-top  publishing  (Aug.  14):  4 
fax  machines  (Oct.  9):  2;  (Nov.  6):  2 
laptops  (Oct.  9):  2 
la%r  printers  (Apr.  14):  4;  (Aug. 

14):  4;  (Nov.  6):  3 
telephone  answering  machine  (Aug. 

28):  2;  (Dec.  18):  2 
voice  mail  (Aug.  28):  3 
Write-Top  computer  (Sept.  11):  2 
Office  wori^r 

dress  code  for  (May  8):  4 
keeping  track  of  (Nov.  20):  3 
Organizational  skills  Qunc  5):  1; 
(Oct.  23):  3 

P 

Paper 

for  fax  (Oct.  9):  2 
for  laser  printing  (Apr.  10):  2 
separating  grades  of,  on  printer 
(Nov.  20):  2 

Paperwork,  handling  (June  5):  1 
Pension  plans,  keeping  check  on  (Aug. 
28):  2 

People  skills,  developing  (Sept.  11):  2 
Per  Ouly  3):  2 
Perfection  (May  22):  3 
Performance  appraisal 
need  for  (Feb.  27):  3 
and  the  handling  of  complaining 
worker  (Mar.  13):  3 
and  sexism  (Feb.  27):  3 
Personal  correspondence  (Feb.  13):  2 
Personal  computers.  See  Computers 
Personal  life,  separation  of,  from  profes¬ 
sional  life  (Jan.  2):  3 
Personal  relationships,  in  office  (Sept. 

25):  3 

Personal  worries,  handling  of,  at  work 
(Feb.  13):  2 

Philosophy,  need  for  prositive  (Jan.  2):  2 
Photocopying  Quly  3):  1 
Plan,  getting  management  approval  for 
(Sept.  11):  2 

Postal  Services  (Dec.  18):  1 

addressing  envelope  (Oct.  23):  3 
and  handling  of  return  envelopes 
(Mar.  13):  2 

notarized  mail  (Nov.  20):  2 
services  offered  by  Qan.  2):  2 
and  use  of  electronic  mailing  scales 
(Feb.  27):  2 

and  use  of  ZIP  codes  (Feb.  13):  2 
Posture,  problem  of  poor  Qan.  2):  2 
Printer 

laser  (Apr.  10):  2;  (Aug.  14):  4; 
(Nov.  6):  3 

separating  grades  of  paper  on  (Nov. 
20):  2 


Problem-solving 

brainstorming  in  (Apr.  24):  4 
creativity  in  (Oct.  9):  1;  (Dec.  4):  3 
in  work  environment  (Mar.  13):  1 
Procrastination  Qune  5):  1;  (July  17):  3; 
(Sept.  11):  1 

Professionalism,  in  office  (Feb.  27):  3; 
(Apr.  10):  4 

Professional  life,  separation  of,  from  per¬ 
sonal  life  (Jan.  2):  3 
Professional  Secretaries  International 
(PSI),  convention  Quly  3):  2 
Promises,  importance  of  keeping  Quly 
17):  4 
Promotion 

handling  temporary  (Apr.  24):  2 
tips  for  achieving  (Mar.  27):  4 

Q 

QWERTY  words  (Nov.  20):  4 

R 

Radio,  volume  of,  in  office  (Jan.  16):  3 
Raise,  requesting  Ouly  17):  3 
Reading  skills,  improving  (Sept.  25):  4 
Receptionist 

proper  behavior  for  (May  22):  2 
role  of  Oan.  2):  1 
Repair  reference  Qan.  30):  2 
Repair  service  (May  8):  1;  (Nov.  20):  2 
Reports,  preparation  of  Qune  19):  4 
Resources,  creative  (Oct.  9):  1 
Resume,  unusual  items  on  Qune  19):  3 
Retirement,  protecting  (Aug.  28):  2 

s 

Safety 

office  (Mar.  27):  2 
toy  Ouly  3):  7 

Secretarial  Want  Ad  Survty  Ouly  3):  3-6 
Secretaries  Day  (Apr.  10):  2 
Secretary 

accepting  blame  for  boss’s  memoiy 
(Aug.  14):  3 

advancement  possibilities  for  (Dec. 
4):  4 

composite  Ouly  3):  5 
convention  for  Ouly  3):  2 
education/experience  Ouly  3):  4 
evaluation  of  (Nov.  6):  1 
professional  (Feb.  27):  4 
salaries  of  Ouly  3):  5-6 
shorthand  Ouly  3):  4 
showing  appreciation  for  (Apr.  10):  2 
skills/abilities  of  Ouly  3):  4;  (Nov. 
6):1 

as  team  member  (Apr.  24):  2;  Ouly 
17):  2 

trade  show  for  Oune  5):  4 
typing  requirements  Ouly  3):  4 
imusual  duties  of  (Aug.  28):  2 


Secretary 

word  processing^computers  Ouly  3): 

4-5 

workload  of  (Sept.  11):  3 
Self-affirmation  Oau.  2):  4 
Self-esteem,  building  your  (Apr.  24):  3 
Self-erqjlanation,  positive  style  of  Oan.  2):  4 
Self-management  skills  (Mar.  13):  4 
Sexism,  in  work,  environment  (Feb.  27):  3 
“Shop  talk,”  indulging  in,  at  office  prarties 
(Aug.  28):  1 

Sleep  patterns,  tips  for  improving  (Sept. 
25):  3 

Snack  foods  (Apr.  10):  2 
Software.  See  also  Computers 
duplication  of  Ouly  3):  1 
for  desktop  publishing  (Aug.  14):  4 
Spell-checker  Oune  19):  2;  (Dec.  4):  2 
Spelling,  hints  for  (May  22):  3 
Spring  fever,  coping  with  (May  8):  3 
Stress  management 

and  working  with  co-workers 
(Sept.  11):  4 

planning  vacation  as  method  of 
Oune  19):  2 

Style  sheet,  compiling  (Mar.  13):  1;  (Nov. 
6):  2 

Success 

enthusiasm  as  ingredient  of 
(Aug.  14):  2 

failing  way  to  Oan.  16):  3 
ktys  to  (Feb.  13):  3;  (Mar.  13): 

4;  (Nov.  20):  2 

Suggestion  programs  Oan.  30):  2 
Switchboard.  See  also  Telephone 
and  personal  calls  (Nov.  6):  3 
placing  calls  on  hold  (Apr.  10):  2 

T 

Teamwork,  in  office  (Apr.  24):  2;  Ouly 

17):  2;  (Sept.  11):  3;  (Oct.  23):  4 
Telephone 

dissuading  chatty  callers  on 
(Feb.  13):  3 

intimacy  on  Oan.  16):  2 
long-distance  to  other  time  zones 
(Nov.  20):  2 

and  personal  calls  (Nov.  6):  3 
placing  calls  on  hold  (Apr.  10):  2; 

Oune  5):  3;  (Dec.  18):  2 
screening  calls  for  boss  Oune  19):  3 
skills  (Oct.  23):  1 
tips  for  proper  use  (May  22):  3 
toll-fiw  numbers  for  (Feb.  27):  2 
transferring  calls  (May  22):  3 
use  of,  to  answer  letters  (Dec.  4):  3 
and  use  of  voice  mail  (Aug.  28):  3 
Telephone  answering  machine  (Dec.  18):  2 
repeating  telephone  number  on 
(Aug.  28):  2 

Telephone  tag  (Sept.  25):  2 
Temporaiy,  use  of,  during  vacation 
Oan.  16):  1 

Terminal.  See  also  Computers 
exercises  at  Oan.  16):  2 
Thank  you,  saying  (Apr.  10):  2 


V 


That/which  (Mar.  27):  3 
Thief,  in  work  place  (Apr.  10):  3 
Time  management  Qan.  30):  4 

and  procrastination  Qune  5):  1;  Quly 
17):  3;  (Sept.  11):  1 
and  “time  tfieft”  (Jime  5):  2 
and  use  of  memos  (May  8):  2 
and  use  of  calendars  (Dec.  4):  2 
Time  out  (Oct.  9):  3 

Time  zones,  and  long-distance  calls  (Nov. 
20):  2 

Tides,  using  correct  (Jan.  30):  3 

Toll-free  telephone  numbers  (Feb.  27):  2 

Toys,  saii^  of  (Jufy  3):  7 

Trade  show,  for  secretaries  Oune  5):  4 

Traffic  (Oct.  23):  2 

Training 

and  technical  jargon  (May  22):  2 
of  new  workers  (Feb.  27):  4;  Quly 
31):  4;  (Nov.  6):  4 
Typewriter,  origin  of  Qune  5):  2 
Typing  skills  (Nov.  20):  4 

u 

Uninterested/disinterested  (Nov.  6):  2 
User  groups  (Feb.  27):  2 


Vacation 

hints  for  replacement  during 
(Apr.  24):  1 

planning  of,  to  reUeve  stress 
Qune  19):  2 

providing  backup  services  during 
Oan.  16):  1 

Verbal  communication  (May  6):  3.  See 
also  Communication 

Viewpoint,  changing  other  person’s  (Mar. 
27):  2 

Visitors,  treatment  of  (Jan.  2):  1;  (May  22): 
2 

Visual  aids,  in  reports  Qune  19):  4 
Visualization  2):  4 
Voice  mail  (Aug.  28):  3 
Volunteerism  (Nov.  20):  3 

w 

Warranties,  maintaining  file  on  (May  8):  1 
Weekend  leisure  time  (Oct.  23):  3 
Wheelchair  etiquette  (Dec.  4):  1 
Which/that  (Mar.  27):  3 
Who/whom  (Mar.  27):  3 
Wool  clothes,  protecting  (Sept.  25):  2 
Wordprocessing,  of  report  Qune  19):  4 
Words,  meaning  of  (May  8):  3 


Word  usage 

bottom  line  O^ly  17):  2 
disinterested/uninterested  (Nov.  6):  2 
eager/anxious  (Feb.  27):  2 
farther/further  (May  8):  3 
per  Ouly  2):  2 
that/which  (Mar.  27):  3 
who/whom  (Mar.  27):  3 
Work,  correlation  of  hard,  and  luck  (Apr. 

24):  3 

Workaholics  Qan.  16):  4;  (Feb.  13):  2 
Woikday,  analyzing  your  (Jan.  30):  4 
Workweek  (Oct.  23):  3 
Worry  time,  planning  for  (Feb.  13):  2 
Write-Top  Computer  (Sept.  11):  2 
Writing.  See  also  Business  letters 
active  voice  in  Oan.  30):  3 
developing  key  sentences  in  (Nov.  6): 

3 

hints  for  spelling  in  (May  22):  3 
style  sheet  for  (Mar.  13):  1;  (Nov.  6): 

2 

Y 

Yard  sale,  tips  for  a  successful  (Mar.  27):  2 

z 

Zip  Codes  (Feb.  13):  2 


